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-7. R-ds a r m s  D.rcnptmn Thu fib contains the f o l l o v v ~ ~  documents Imclud. form numban md rirks, i fany):  Atlach ampies of the flle. 

Documents ' relating to. 

Included are: 

, /  

f . .  . 



d. Audltprkd 

, /  

Thsp innructions apply to all prior and futun accumulatimns of the nries. 
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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OFTHE SECRETARY OP STATE "ISTORY 

RECORDS MANAGEMENT DIVISION 

FOR AGENCY USE 1, Agency Address 
mlicstion Dm Department of Human R e s o u r c e s  

FOR RECORDSMANAGOEMENT USE 
Aoolicafion Number 

The Menta l  R e t a r d a t i o n  Section i s  one o f  the programmat i c  sections o f  the Division o f  Menta l  
Hea l th  and Mental R e t a r d a t i o n .  The  Section o f fers  s p e c i a l i z e d  services ( p r i m a r i l y  f o c u s i n g  
3n the m e n t a l l y  r e t a r d e d  w i t h i n  the I Q range  of 0-55) w h i c h  a r e  a d m i n i s t e r e d  t h r o u g h  a 
comprehens ive  s y s t e m  of i n s t i t u t i o n a l  and community  service programs.  
service programs a r e :  1) Day T r a i n i n g  and Work A c t i v i t y  Programs,  2 )  Group Homes, 3) I n s t i t u i  
i o n a l  Services, 4 )  Fami ly  Care  Homes, 5) Foster Grandparen t  Programs. 
p. Record Sarias Description 

Doarments relating to: 
a c t i v i t i e s  i n i t i a t e d  t o  upgrade  same. 

Indudedare: program summary r e p o r t s ,  program t r a i n i n g  arid c o n s u l t a t i o n  reports, and 
correspondence r e l a t i n g  to program and s t a f f  deve lopmen t .  

T h e  s p e c i a l i z e d  

This filo contains the following documents (indude form numbenand rides, if any): 
Attach samples of the file. 

i d e n t i f y i n g  program and s t a f f  strength and w e a k n e s s e s  and 

June  11,1976 
wicption Nu* 

DHR- 66 

. /  

File is  arrange 

Division o f  Menta l  H e a l t h  & Mental  R e t a r d .  7 k  - 277 
Mental R e t a r d a t i o n  Section Data Recaivod D m  Completed 47 T r i n i t y  Avenue ,  Rm. 542-H 
A t l a n t a ,  Ga. 30334 hUG 1 0  1976 - 9 197C 

S i c b  \ 
c h r o n o l o g i c a l l y  b y j  y e a r j  t h e r e u n d e r .  a l p h a b e t i c a l l y  

I. Onerof Series 
Earliest !Aten 

1973 I Present 

L Monthly Rderencs Rate 
One to six months old 

How often a n  records referred to which are: 
2 ; SeMn to twelve months old ; Thineen to twenty-four months old 10 

twefltv-five months and older 1 ? 

2 1. k n w l  Ram of Accumulation of Rewrdr 
Lenwtim drawers : Lqokize drawers ; Shelves ; Other (*ify) 

5. Racordr Se rb  T i  (followed by tide used in off;-; 3 diffarentl 

Mental  R e t a r d a t i o n  Sec t ion-Program and S t a f f  Development F i l e  

_. _. 
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1. R.untion Rquiriments Tho following requiras tho series to be kopt: 

a. strulm Y M .  d. Audit period - years. 
b. Sptua of limitation Y a u S  0. Adminimatiw need - 5 y e a r S .  
e F8doralINv ye=. f. Federal ratention instructions V a n .  

Annch oopy or e x m  of laws OT regulations. Explain administrative need. 
Previous reference experience 

7 

2 Approved Okposition Instructions This upnw recommends that the file series k cut off a t  cha end of each: 

0 Calenkr Yaw: Fiscal Year: 0 Other 

month(sJ 2 year(s1: then 

- 
then, 

Q Hold in tho curront files araa 
0 Transfer to local holding area; hold 
I3 Transfer to Stau Romrds Center; hold L y e a r ( s 1 ;  then 
I3 Destroy. 
0 Transfer to Stau Archives for permanent mention. 
0 0th.r lslpscirvl 

year(s1; then 

The30 inkructions apply to a l l  prior and future accumulations of the series. 
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